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Accounts Payable Queries

Accrual Basis Payables
These queries give you AP voucher information based on the voucher accounting date.

VT_AP_ACCR_EXPENDITURE_DST — Accrued AP Expenses by BU |
Purpose Lists accounts payable expenditures posted to the general ledger. Expenditures
listed in this query may or may not have been paid. It includes vendor, voucher

and chartfield information.

Prompts Business unit, all chartfields, and a range of Journal Dates. A % can be used for
any of the chartfield values.

Columns Business unit, all chartfields, fiscal year and period, journal information, voucher
information, vendor information, invoice information, expense amount and voucher
gross amount.

R_VCHR_PO_CNTRCT_DTL - Accrued Voucher Detail for PO-Contracts

Purpose Lists AP vouchers posted during the period. Expense vouchers listed in this query
may or may not have been paid. Includes purchase order and contract information
for those vouchers associated with a purchase order and/or contract. May also
include non-expense transactions processed through the accounts payable module.
Prompts Business unit, all chartfields, and a range of Accounting Dates. A % can be used
for any of the chartfield values.

Columns Business unit, voucher information, invoice, invoice and accounting dates, PO id,
contract id, vendor, all chartfields, amount.

VT_CAFR6_VENDOR_PAYMENT_REVIEW - Review payments of vendors

Purpose Used by departments to verify that payments to a specific vendor used the correct
contract. This is very similar to VT_AP_ACCR_VCHR_PO_CNTRCT_DTL but
prompts for a specific vendor.

Prompts Business unit, a range of Accounting Dates and Vendor ID.

Columns Business unit, voucher information, invoice, invoice and accounting dates, PO id,
contract id, vendor, all chartfields, amount.

VT_EXPENDITURE_DETAIL_QUERY - AP Expenditure Detail |
Purpose Lists all transactions associated with vouchers posted during the date range
selected: crediting accounts payable, debiting expense, crediting cash, and debiting
accounts payable (if paid).

This query is similar to VT_CASH_EXPENDITURE_DETAIL_QRY except that it
reports all vouchers posted, even those not yet paid. This query also prompts for
account, so all transactions (AP, cash, etc.) can be included/excluded based upon
the account criteria selected.

Prompts GL and AP business units, fund, dept ID, account, and a range of accounting dates
Columns GL and AP business units, all chartfields, vendor, accounting date, voucher id,
invoice id, voucher and distribution line numbers, and amount
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VT_AP_JRNL_VCHR_DETAIL - AP Journal Voucher Detail

Purpose Lists AP journal vouchers made within a range of voucher accounting dates.
Includes user info/date when the journal voucher was entered and last updated.

Prompts GL and AP business units, all chartfields, and a range of voucher accounting dates

Columns GL and AP business units, voucher information, invoice information, voucher

accounting date, vendor name, chartfields, amount, and journal information

Purpose

_PRIOR_YR_PAYABLES - Prior FY Payables Vouchers
This report is used in year-end CAFR reporting. A new version of this query is
created each year and the YYYY is replaced with the current year.

It lists all vouchers with a PY prefix in the invoice number field (prior year
payables).

Prompts

Business unit, all chartfields and a range of accounting dates. A % can be used for
any of the chartfield values

Columns

BU, vendor id and nhame, voucher information, all chartfields, and monetary amount

Cash Basis Payables

These queries give you AP voucher information based on the payment date.

VT_AP_CASH_EXPENDITURE_DST — AP Cash Expense Detail

Purpose Lists detailed accounts payable expenditures that have been paid within a date
range. It includes only expenditure accounts.

Prompts A range of payment dates, GL and AP business units and all chartfields. A % can
be used for any of the chartfield values.

Columns GL and AP Business units, all chartfields, paid amount, journal information, voucher

information, payment information, and vendor.

Purpose

_VCHR_PO_CNTRCT_DTL - AP Cash Voucher Detail for PO-Contracts

Similar to VT_AP_VCHR_PO_CNTRCT_DTL query but this query lists paid vouchers
only. Includes purchase order and contract information for those vouchers
associated with a purchase order and/or contract. May also include non-expense
transactions processed through the accounts payable module.

Prompts

Business unit, all chartfields, and a range of payment dates. A % can be used for
any of the chartfield values.

Columns

Business unit, voucher information, invoice, invoice and accounting dates, po id,
contract id, vendor, all chartfields, amount.

_EXP_VCHR_DTL - AP Cash Expenditure Voucher Detail

Purpose Lists payment and journal details for a specific accounts payable voucher. Only
paid vouchers will be reported with this query.

Prompts AP business unit and voucher id

Columns GL and AP business units, vendor, voucher, all chartfields, amount, journal

information, and payment information
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VT_AP_CAS
Purpose

_REVEXP_DST — AP Cash DST & DSE Detail |
Lists payment and journal details for expense and revenue vouchers originating in
the accounts payable module. Only paid vouchers will be reported with this query.

Prompts

A range of payment dates, AP and GL business units and all chartfields

Columns

GL and AP business units, all chartfields, amount, journal information, voucher,
payment information, and vendor

VT_AP_PAYMENTS_BU_USER — AP Pymts with UserID/Date Info

Purpose Detailed accounts payable voucher and payment information including userid for
voucher and vendor name and address on the payment.

Prompts Range of payment dates, AP and GL business units, and all chartfields

Columns Voucher id, vendor name and address used for payment, payment information,

invoice id and date, userid who entered voucher, last userid to update voucher

information, all chartfields, and journal information

PENDITURE_DETAIL_QRY — AP Cash Pa

Purpose Lists all transactions associated with paid vouchers: crediting accounts payable,
debiting expense, crediting cash, and debiting accounts payable.

Prompts GL and AP business units, fund, dept ID, and a range of payment dates

Columns GL and AP business units, all chartfields, vendor, payment date, voucher id, invoice
id, amount, and transaction type

VT_PAYMENTS_FOR_AP_BU_VENDOR - Payments for BU and Vendor |

Purpose Lists all payments made to a specific vendor from an AP business unit
Prompts AP business unit, vendor id, and a range of payment dates
Columns AP business unit, vendor, voucher, invoice, invoice gross amount, payment id and

date, total payment amount and voucher paid amount

TS_FOR_AP_VENDOR - Payments for a Vendor-Multiple BU's

Purpose Lists all payments made to a vendor from one or more business units. Similar to
VT_PAYMENTS_FOR_AP_BU_VENDOR except that it is not restricted to one
business unit.

Prompts AP business unit, vendor id, and a range of payment dates — allows % to query all
business units

Columns AP business unit, vendor, voucher, invoice, invoice gross amount, payment id and

date, total payment amount and voucher paid amount

TS_FOR_GL_BU_VENDOR - Payments for GL BU and Vendor

Purpose Lists all payments to a vendor for a GL business unit. Similar to
VT_PAYMENTS_FOR_AP_BU_VENDOR except that it also prompts for GL business
unit in addition to AP business unit.

Prompts GL and AP business unit, vendor set ID, vendor id, and a range of payment dates

Columns AP business unit, vendor, voucher, invoice, invoice gross amount, payment id and

date, total payment amount and voucher paid amount
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VT_PMTS_F

ODR_AP_VEND_DETAIL - Payments for BU and Vendor with Chartfield Detail |

Purpose Lists all payments to a vendor for a GL business unit. Similar to
VT_PAYMENTS_FOR_GL_BU_VENDOR except that it also includes chartfield
information.

Prompts GL and AP business unit, a range of payment dates, and vendor id

Columns AP business unit, vendor, voucher, invoice, invoice gross amount, payment id and

date, total payment amount and voucher paid amount, all chartfields, monetary
amount, and transaction type (expense or discount)

P_VEND_DETAIL_CF - Payments to a Vendor with Chartfield Detail

Purpose Lists all payments to a vendor for an AP business unit with chartfields. Similar to
VT_PAYMENTS_FOR_AP_BU_VENDOR except that it also prompts for and reports
chartfield values.

Prompts AP business unit, vendor id, a range of payment dates, and all chartfields

Columns AP business unit, vendor, voucher, invoice, invoice gross amount, payment id and

date, total payment amount, voucher paid amount, all chartfields, and monetary
amount

VT_AP_CASH_EXP_CANCEL_DST — AP Cash Expenditure Cancelled

Purpose Lists accounts payable vouchers that have been Stopped, Voided or Deleted

Prompts Business unit, all chartfields, and a range of journal dates. A % can be used for
any of the chartfield values.

Columns GL and AP business units, all chartfields, budget period, amount, journal

information, voucher information, invoice information, vendor information, date
cancelled, and date voucher closed

VT_AP_CAS

_EXP_DST_PAY_METHOD- AP cash exp detail-pay method

Purpose Lists all payments and the payment method for vouchers for a given business unit
and set of criteria.

Prompts Range of payment dates, GL business unit, AP business unit, dept ID, fund,
account, program, project/grant, class (chartfield prompts may use % for all)

Columns GL business unit, AP business unit, dept ID, fund, account, account description,

program, project, class, budget period, prorated payment amount, “APV”, journal
ID, line #, journal date, journal status, voucher, voucher line, voucher distribution
line, sequence, invoice, invoice date, payment reference, payment date, vendor,
vendor name, line description, payment method

_REV_REFUND_DST- AP rev ref cash basis detail

Purpose Lists all payments that are a refund of revenue for a given business unit and set of
criteria.

Prompts Range of payment dates, GL business unit, AP business unit, dept ID, fund,
account, program, project/grant, class

Columns GL business unit, AP business unit, dept ID, fund, account, account description,

program, project, class, budget period, prorated payment amount, “APV”, journal
ID, line #, journal date, journal status, voucher, voucher line, voucher distribution
line, sequence, invoice, invoice date, payment reference, payment date, vendor,

vendor name, description




June 2016 Version
Page 6 of 61

Miscellaneous

VTAPQOO01 - Vendor information from the vendor table |

Purpose Lists vendor information found in the vendor setup tables
Prompts Set ID and Vendor ID
Columns Vendor id, namel, name2, vendor status, vendor class, vendor persistence,

address seq number, effective date, phone, payment method, hold payment,
separate payment, payment handling, vendor type & description, vendor service
type and primary switch

ENDOR_NAME_LIST - Listing of vendors used by AP Business Unit

Purpose Lists vendors for which accounts payable vouchers have been created by an AP
business unit within a date range

Prompts AP Business unit and a range of accounting dates

Columns AP business unit, vendor id and name

Pupo

R_DTL_ORIGIN — AP Voucher Detail with Origi

Lists AP vouchers posted and paid during the period. Includes purchase order
information for those vouchers associated with a purchase order. May also include
non-expense transactions processed through the accounts payable module. Similar
to VT_AP_CASH_VCHR_PO_CNTRCT_DTL but does not include contract information
and prompts for voucher accounting date rather than payment date.

Prompts

GL and AP business units, a range of accounting dates, and all chartfields. A %
can be used for any of the chartfield values.

Columns

GL and AP business units, voucher, invoice information accounting and payment
dates, po id, vendor, all chartfields, amount, and origin

_DTL — AP voucher details with OPERID

Purpose Lists accounts payable voucher details for those vouchers processed by a given
userid for a range of accounting dates

Prompts GL and AP business units, a range of accounting dates, all chartfields, and userid.
A % can be used for any of the chartfield values.

Columns GL and AP business units, voucher information, entered date, accounting date, all

chartfields, monetary amount and userid

_INV_DT_STATUS - Vchrs by invoice dt range

Purpose Lists voucher header and payment data for a given range of invoice dates

Prompts GL and AP business units, invoice date range, and Vendor ID. A % can be used for
the AP unit and vendor ID.

Columns GL and AP business units, voucher id, invoice and invoice date, vendor id and

name, accounting date, gross amount, due date, payment date, payment
reference, paid amount, pay status, payment cancel post status, date cancelled,
cancel action, cancel descr, voucher close status and date closed
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VT_BDA_USAGE - BDA# Usage on A/P Vouchers
Purpose Lists vouchers generated by a business unit that are against a BDA. (i.e. They have
an invoice number that begins with BDA.)
Prompts Range of accounting dates, GL and AP business units, and a range of accounting
dates
Columns AP business unit, voucher id, vendor id, vendor state, accounting date, voucher
line, BDA#, description and amount

T_EXP_PROJECT_DTL- Accr Exp Detail for Projects

Purpose Lists transactions that use a project ID and provides vendor, journal and chartfield
information

Prompts Range of journal dates, GL business unit, dept ID, fund, account, program,

project/grant, class (chartfields may use % for all)

Columns GL business unit, dept ID, fund, account, account description, program, project,
project description, class, amount, source, journal ID, line #, journal date, status,
transaction reference/AP voucher, line, distribution line, vendor, vendor name
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Reports

Detailed (Summary) Payment History by Bank (APY2004)

Report Information

Purpose of the Report
This report provides a register of the payments for a bank.

Using the Detail/Sum field on the Payment Control Report page, you can generate either a Detail, or a
Summary version of this report.

Type of Report

Crystal

Navigation (Path) to the Report

Accounts Payable > Reports > Payments > Payment History by Bank
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.
e For Reports that are run on a regular basis, user should select a Run Control ID naming
convention that can be easily identified (e.g. Run_APY2004)

In This Field/Link

Action

Notes

Enter Bank SetID or

“STATE” is recommended. Leave

Bank SetID field blank to select all Bank
use lookup to select. ,
SetID’s.
Bank Code Enter Bank Code or use | Leave field blank to select all
lookup to select. Bank Codes.
Enter desired From e todisplay one day -
From Date Date or select from the enter same date in both

pop-up calendar

Through Date

Enter desired Through
Date or select from the
pop-up calendar

fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Select Detail or

Print Option
Summary
Process Scheduler page loads.
Run Click the “Run” button | List of Origins report should be
selected.

Server Name

Select “PSNTCR”

This is the server for Crystal
Reports

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.

Ok

Click the “Ok” button

This runs the report and returns
you to the Report Request
Parameters page.

Process Monitor

Click the Process

e To view the processing
status of the report.
e Click refresh until the Run

Monitor link Status displays “success”
and the Distribution Status
displays “posted”.

In This Field/Link Action Notes

Details

Click the Details link

Opens the Process Detail page.
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Report Steps see screenshot below

) Click the View
View Log/Trace Log/Trace link

Click this link for the
PDF file

Opens the View Log/Trace page.

APY 2004-#######.PDF This opens the report.
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Process Scheduler Request Page
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Process Detail Page
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Example of Detail Report Output
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Detailed (Summary) Payment History by Vendor (APY2000)

Report Information

Purpose of the Report
This report provides a register of payments for a vendor.

Using the Print Options radio buttons on the Payment History by VVendor page, you can generate either
a Detail, or a Summary version of this report.

Type of Report

Crystal

Navigation (Path) to the Report

Accounts Payable > Reports > Vendor > Payment History by Vendor
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.

e For Reports that are run on a regular basis, user should select a Run Control ID naming

convention that can be easily identified (e.g. Run_APY2000)

In This Field/Link

Action

Notes

From Date

Enter desired date or
choose date from the
pop-up calendar

Through Date

Enter desired date or
choose date from the
pop-up calendar

e todisplay one day -
enter same date in both
fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

*Detail or Summary

Select desired type of
results

An entry in this field is required.

*SetID

Enter SetID or use
lookup to select.

An entry in this field is required.
“STATE” is recommended

*Remit Vendor

Enter desired vendor
ID or use lookup to
select.

An entry in this field is required.
To enter more than one Vendor,
click the + to add another VVendor
ID box.

Run

Click the “Run” button

Process Scheduler page loads.
List of Origins report should be
selected.

Server Name

Select “PSNTCR”

This is the server for Crystal
Reports

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.

Ok

Click the “Ok” button

This runs the report and returns
you to the Report Request
Parameters page.

Process Monitor

Click the Process
Monitor link

e To view the processing
status of the report.

e Click refresh until the Run
Status displays “success”
and the Distribution Status
displays “posted”.

Details

Click the Details link

Opens the Process Detail page.
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Report Steps see screenshot below

In This Field/Link Action Notes

Click the View
Log/Trace link

Click this link for the
PDF file

View Log/Trace

Opens the View Log/Trace page.

APY 2000-#####.PDF This opens the report.
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Run Control ID Page
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Process Scheduler Request Page
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Process Detail Page
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Example of Detail Report Output
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List of Voucher Origins (APY0000)

Report Information

Purpose of the Report

This report lists the voucher origin options by SetID.
Type of Report

Crystal

Navigation (Path) to the Report

Set Up Financial/Supply Chain > Product Related > Procurement Options > Reports > Voucher
Origins
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.
e For Reports that are run on a regular basis, user should select a Run Control ID naming
convention that can be easily identified (e.g. Run_APY0000)

In This Field/Link

Action

Notes

Enter SetlID or use
lookup to select. Leave

>etb field blank to selectall | >/ TE” is recommended
SetID’s.
As of Date Enter desired date Pick the date you want to use as

the effective date of the report.

Run

Click the “Run” button

Process Scheduler page loads.
List of Origins report should be
selected.

Server Name

Select “PSNTCR”

This is the server for Crystal
Reports

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.

Ok

Click the “Ok” button

This runs the report and returns
you to the Report Request
Parameters page.

Process Monitor

Click the Process
Monitor link

e To view the processing
status of the report.

e Click refresh until the Run
Status displays “success”
and the Distribution Status
displays “posted”.

Details

Click the Details link

Opens the Process Detail page.

View Log/Trace

Click the View
Log/Trace link

Opens the View Log/Trace page.

APY0000-#######.PDF

Click this link for the
PDF file

This opens the report.
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Run Control ID Page
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Process Scheduler Request Page
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Process Detail Page
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Example of Report Output
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Match Exception (APY1090)

Introduction

Purpose of the Report

This report lists the match exceptions with voucher data, purchase order data, receiver data, and match error
information. For each Buyer Name, the report lists Voucher Data (Unit, Voucher, Line Vchr Qty, Vchr Price,
Vchr Amt); Purchase Order Data (Unit, PO ID, Line, Sched, PO Qty, PO Price, PO Amt); Receiver Data (Unit,
Recv ID, Line, Seq); and Match Error information (Match Control ID, Match Rule).

This report is used to investigate reasons why a voucher is not being paid.
Type of Report

Crystal Report

Navigation Path to the Report

Accounts Payable > Reports > Vouchers > Match Exceptions
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Report Request Parameters

General Notes:

e Select an existing Run Control ID or enter a new one

e Forreports that are run on a regular basis, user should select a Run Control ID naming convention that can
be easily identified (e.g. Match_Ex)

e An asterisk * preceding the field name indicates input is required

Report Request Parameters see screenshot below

In This Field Enter Notes
Include Rejected Check if you want rejected
Vouchers: vouchers included
Process Scheduler Request page loads.
Run push the run control button Matching exception report should be selected

Server Name Select “PSNTCR” This is the server for Crystal reports

This runs the report and returns you to the
Ok Push the ok button Report Request Parameters page.

e to view the processing status of the
push the Process Monitor report

link e click refresh until the run status displays
success and the distribution status is
posted, click on the Details link

Process Monitor

Details Click the Details Link Opens the Process Detail page

View Log/Trace ﬁ:r:Ika the View Log/Trace Opens the View Log Trace page

APY1090- ##### PDF ﬁ'e":k the link for the PDF This opens the report
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Report Request Parameters Page
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Process Monitor Page
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View Loqg/Trace Page
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Outstanding Balance by Vendor (APY3020)

Report Information

Purpose of the Report

This report lists the gross amount of all the outstanding vouchers for the specified vendor.
Type of Report

Crystal

Navigation (Path) to the Report

Accounts Payable > Reports > Vendor > Vendor Balance
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.
e For Reports that are run on a regular basis, user should select a Run Control ID naming
convention that can be easily identified (e.g. Run_APY3020)

In This Field/Link

Action

Notes

SetID

Enter SetID or use
lookup to select.

“STATE” is recommended. Leave
field blank to select all SetID’s.

Enter Vendor ID or use

Leave field blank to select all

Vendor ID lookup to select. Vendor ID’s.
Process Scheduler page loads.
RUN Click the “Run” button | List of Origins report should be
selected.

Server Name

Select “PSNTCR”

This is the server for Crystal
Reports

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.
This runs the report and returns
ok Click the “Ok” button | you to the Report Request
Parameters page.

Process Monitor

Click the Process
Monitor link

e To view the processing
status of the report.

e Click refresh until the Run
Status displays “success”
and the Distribution Status
displays “posted”.

Details

Click the Details link

Opens the Process Detail page.

View Log/Trace

Click the View
Log/Trace link

Opens the View Log/Trace page.

APY 3020-#######.PDF

Click this link for the
PDF file

This opens the report.
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Run Control ID Page
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Process Scheduler Request Page
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Process Detail Page
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Example of Report Output
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Posted Voucher Listing (APY1020)

Report Information

Purpose of the Report

This report lists all posted vouchers for a given business unit and date range.

For each Voucher ID, the report lists Document Type, Document Date, Document Sequence, Ledger,
Accounting Date, Application Journal, Dist Type, Vchr Line, Dist Line, GL Unit, Account, Dept,
Product, Project, Debit Amount, Credit Amount, Currency Code, and Unpost Seg#.

Type of Report

Crystal

Navigation (Path) to the Report

Accounts Payable > Reports > VVouchers > Posted VVoucher Listing
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.

e For Reports that are run on a regular basis, user should select a Run Control ID naming

convention that can be easily identified (e.g. Run_APY1020)

In This Field/Link

Action

Notes

Business Unit

Enter Business Unit or
use lookup to select.

Leave field blank to select all
Business Units’s.

From Date

Enter From Date or use
pop-up calendar to
select date

Through Date

Enter Through Date or
use pop-up calendar to
select date

e todisplay one day -
enter same date in both
fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

*Vendor Select

Choose desired
selection

User must select a choice. If
“Specify Vendor(s)” is selected
the “Vendor ID” box can be
selected. If more than one vendor
is required click the + button to
open up a new “Vendor ID” box.

Run

Click the “Run” button

Process Scheduler page loads.
List of Origins report should be
selected.

Server Name

Select “PSNTCR”

This is the server for Crystal
Reports

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.

Ok

Click the “Ok” button

This runs the report and returns
you to the Report Request
Parameters page.

In This Field/Link

Action

Notes
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see screenshot below

Report Steps

Process Monitor

Click the Process
Monitor link

e To view the processing
status of the report.

e Click refresh until the Run
Status displays “success”
and the Distribution Status
displays “posted”.

Details

Click the Details link

Opens the Process Detail page.

View Log/Trace

Click the View
Log/Trace link

Opens the View Log/Trace page.

APY 1020-######.PDF

Click this link for the
PDF file

This opens the report.
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Run Control ID Page
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Process Scheduler Request Page
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Process Detail Page
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Example of Report Output
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Voucher Reqgister (APY1010)

Report Information

Purpose of the Report

This report presents a detail listing, by voucher, for all vouchers created by accounting date.
Type of Report

Crystal

Navigation Path to the Report

Accounts Payable>Reports>Vouchers>Voucher Register
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Report Execution Procedure

General Notes:

e Select an existing Run Control ID or enter a new one

e Forreports that are run on a regular basis, user should select a Run Control ID naming convention that can
be easily identified (e.g. Voucher_Register)

e An asterisk * preceding the field name indicates input is required

Report Request Parameters see screenshot below

In This Field

Enter

Notes

Business Unit:

enter agency Business
Unit or use the lookup to
select

must enter agency business unit

From Date:

enter date or use the
lookup to select

enter begin date of report period.

Thru Date:

enter date or use the
lookup to select

enter end date of report period.

Print Options:

click on check box(s)

click either or both

Run

click the run control button

Process Scheduler Request page loads.
Voucher Register Report should be selected

Server Name

Select “PSNTCR”

This is the server of Crystal Reports

Ok

Click the “Ok” button

This runs the report and returns you to the
Report Request Parameters page.

Process Monitor

push the Process Monitor
button

e to view the processing status of the
report

e  Click refresh until the run status
displays success and the distribution
status posted

Details

Click the Details link

Opens the Process Detail page

View Log/Trace

Click the View Log/Trace
link

Opens the View Log/Trace page

APY1010- #####.PDE

Click the link for the PDF
file

This opens the report
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Example of Run Control ID page
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Example of Process Scheduler Request Page
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Example of Process Detail Page
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Example of Report Output
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Voucher Status Extract & Report (VTAP003)

Report Information

Purpose of the Report

Lists vouchers for a business unit based upon statuses select when extract is run. Report provides
invoice, vendor name and statuses for approval, budget check, voucher and payment information by
voucher.

Type of Report

SQR extract process

Crystal Report

Navigation Path to the Report

Accounts Payable > Reports > Vouchers > VT Voucher Status Rpt Extract

then

Accounts Payable > Reports > Vouchers > VT Voucher Status Report
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or enter a new one

e For reports that are run on a regular basis, user should select a Run Control ID naming
convention that can be easily identified (e.g. Vchr_Status_Rpt)

e An asterisk * preceding the field name indicates input is required

Report Request Parameters see screenshot below
In This Field Enter Notes
type agency AP .
. . YPe agency required - User must enter an AP
Business Unit: Business Unit or use

the lookup to select business unit

optional — use Voucher ID to narrow
type voucher id or use | your results to a specific voucher; or leave

Voucher 1D: the lookup to select blank to display all vouchers for the
specified report parameters
From Date: type date or use the required — use From Date to select the
' lookup to select beginning of the date range for the report
. type date or use the required — use Through Date to select
Through Date: lookup to select the end of the date range for the report

optional — use Approval Status to narrow
your results; or leave blank to display all
for the specified report parameters
optional — use Voucher Hold to narrow
your results; or leave blank to display all
for the specifies report parameters

type status value or use

Approval Status: the lookup to select

type status value or use

Voucher Hold: the lookup to select

optional — use Vendor Hold to narrow
type status value or use

Vendor Hold: your results; or leave blank to display all
the lookup to select f len
or the specifies report parameters
optional — use Budget Check Status to
Budget Checking type status value or use | narrow your results; or leave blank to
Status: the lookup to select display all for the specified report
parameters
optional — use Duplicate Invoice Status
Duplicate Invoice type status value or use | to narrow your results; or leave blank to
Status: the lookup to select display all funds for the specified report

parameters
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Report Request Parameters

In This Field

Enter

Notes

Payment Status:

type status value or use
the lookup to select

optional — use Payment Status to narrow
your results; or leave blank to display all
programs for the specified report
parameters

Run

push the run control
button

Process Scheduler page loads. Click on
the select box for VT Voucher Status
Report

Server Name

Select “PSUNX”

This is the server for SQR Reports

Type

Choose “Web”

Web is recommended.

Format

Choose “PDF”

PDF is recommended.

Ok

Click the “Ok” button

This runs the report and returns you to the
Report Request Parameters page.

Process Monitor

push the Process
Monitor button

e to view the processing status of the
report

o click the Refresh button

¢ make note of the process instance
number

e when the run status displays
success and the distribution status
IS posted - click on the VT Status
Report on the menu list to the left

Process Instance

type in process instance
number, if correct
number did not default
in

The same run control id must be used

Run

push the run control
button

Process Scheduler page loads. Click on
the select box for SOV Voucher Status
Report

Server Name

Select “PSNTCR”

This is the server for Crystal Reports

Ok

Click the “Ok” button

This runs the report and returns you to the
Report Request Parameters page.
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see screenshot below

Report Request Parameters

In This Field

Enter

Notes

Process Monitor

push the Process
Monitor button

e to view the processing status of the
report

e click the Refresh button

e when the run status displays

success and the distribution status
is nnsted

Details click the Details link Opens the Process Detail page.

. click the View .
View Log/Trace Log/Trace link Opens the View Log/Trace page
VTAPOQO03 #####.PDF | Click this link Opens new page with the report
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Report Request Parameters
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Process Monitor Page
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Process Scheduler Page

5_0»- SRR A e ]

|y L) os———— 1 SENER_VCUCHER JHPORMATION.VT_FUM_VTAPORIZ. AT TN ckiwPattmPCRTAL ROOT_DOXCT.I00 of Y60 | Loks *

PeopleSoft.

=0
Do e | Meka | Guskerroee 2ane | 2

Process Scheduler Request

Ut K NOOLLINE P Cumolx WOHS_STATUS_RPT
Sewver Marme; 2] ponvwe 0207 L)
Plriye—
[T l '] Bon Tne; A SETEAM Fesal ¥ Curont DateiTiva |
ot Zousse | Q
P S0V Vouscher Swus Rrgod VTAFOD) Crotal Viat POF Cauin

aK | Cmc'

] odoss Darsve pweae et 1 B A B

Process Monitor Page

oacher SEakis Repoet - Miceosolt

[Pt e Pete Tk Heb

O"‘ e N i < R SR - |

imm Je———— OVTEXRES) _VOOCHER_JNCRMATION. VT SN VTAPORIZ. AL TP okdwPattmPORTAL ROOT_DOXCT.2oc0 o) (B G0 | Lnks *

PeopleSoft.

joe
Do Aradgon | Meks | Gusirroee 2ane | B

(Troce TG,
Usee W FICOLLTIE L Typer: - LT I T
i«w T e [ ooweame] W[

 — Oitedation | 7 Svw O Rt ot
Mm.

-

Precess Lt <
r N0 Creeisl NTAPOI] NOOLLUNG 02N 007 B 49 00AM POT Surcesy Posied Cetails
r NN DR Papan VAP0 NCOLUNS DN W0 B2 0JAM FY Surcens Foshed Ostahy

YTV

W e I (=] Matty

Process Ut | Genveedlsl

€] Process et be9aeae T TT S




June 2016 Version
Page 60 of 61

Process Detail Page
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Example of Report Output

Page 1 lists selection criteria
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